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HOURS OF WORK

1. SAME
2, TIME AND ATTENDARCE REPCRTS (CIA PORMS NO, wdi2 AND NO. 3heh2n)

a, Time and Attendance Report and Payrell Chanpe Slip (CIA Porm No, Mek2
dated July 1553) will be used for headquarters smployees pald from
vouchared Hunds, ° o ® e

b, c:wfmn:gi&l Funda w::‘imgzal T:Lmj} and Attendance Repart (CIA Faﬁ No.
Shudi2h, v 195) used for hesdquarter )} ,
:‘ imal i L 8 smployeee pald from

o, Standaprd, daylisht s&viagz or other time, depending upon the time cbearved
lecally where work is performed, shall be used in making entries on Time
ad Attandance Reports to indicate the time of day an employes worked,

4. Daily posting to Time and Attendance Reports will be necereayy only for
those employoes who take leave, perform night duty, or work compensatory
t\h:ﬁ ’ s & on & holiday, In thim way, the Reports will reflect
at thntha'umﬁmmmmwwMngpmw¢

&, The inclusive hours of holiday, overtime, or compensatory time worked b
each emplayes will be mama'w Tine a:ﬁd Attendance Clerks under the Y
Inelusive Hours ("Inc, Hras,”) section on the left of ths form,

f. The towr of duty for an employee claiming night differentiasl must be
indicated In the block &t the top of the farm,

ge Absence without of ficial leave (AWOL) will be ad on Form Xo, 2
in the “Awolr colum and on Fam Ho. 3-hi2A mew eolumn agzéd‘ )
specified as AWOL in the "Remarks” column, Zach Time and Attendance
Report indlcating AWOL will be supported by & wiitten statement from the
mn autharized supervisor confirming the reported absence witheul

he Hilitary leave will be reportod on Time and Attendsnce Reporte, Time and
Attendance Clerks will obtain two coples or extracts of armed services
ordersy one copy will be submitted with the first Report showing militery
lsave and the second copy wlll be retained by the superviscr. If the
wilitary leave extends beyond the first repwrting perled, additional
military lsave should be reperted on a subsequent Time snd Attendance
Repert and & reference made to the first Report submitted,
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i. The actusl hours worked sust be reflscted on Time and Attendance eports
submitted on hehalfl of experts or consultante employed under Parsonsl
Sepvioe Contracts,

e of the following oeytifications will be signed by the expert or
censaltant on the revarse of the Time and Attendance Report:

{1) For those not drawing retirement pay from another Covernment servige:

*1 certify that for the days coversd by this report during which
1 wvas emplared, I have not received nor will I claim compensation
from any other Covernment agency,”

{2) Por thope drawing relirement pay from the Armed Forces or the
Forelign Servics of the United Statem

*X cortifly that for the days covered by this report during which
I performed pervice us an Internittent Conezltant on 2 fes busis
in the CIi, I have not recoived nor will I elaim compensation
from any other Covernment agency with the exception of retirenent
pay from the (insert appropriate Service),®

{3) For those drawing retiremeni pay [rom Covernment agencies other than
the Armed Porces or the Forelgn Service:

*XI oertify that for the days coversd by this repord, during which
1 wus employed, I have not received nor will I clais compens:tion
from any other Government service with the exception of {(insort
service designation),.”

J. Amended Time and Attendance Reporis cause & grest administrative burden in
processing and every effort should be mede to prepare reports acourately
eo a8 to avold the submission of amsnded reports to correct small errors.
However, in capes vhere amended Time and Attendance Reporis are deemed
necesgary to effect corrections in pay for overilme, compensatary time,
holiday or night differentlal, such reports will be accompunisd Yy 3 memo-
randun of recarendation and Justification from the Administrative Officer

L]

k. When an erployee ie temporarily detailed to an office other than that to
widch he i3 regularly aszigned, the Time and Attendence Clerk of the office
of vepuler assigmment ig responsible for forwarding the Time and 4ttendance
Repord to the Payroll Office after having obtained certification of time
worked and leave taken from the office tc which such emplayee 1z temporarily

*
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by the losing office to the gaining office for preparation until the losing
offioe no longer receives a proprinted Time and Attendance Depart from the

yrell Branch, Wwhen sn erployee resigne from the Agency or transfers

: funds and senfidentisl funde the Time and Attendance

Repord w111 be certified in the usual manner and forwarded to the payroll
m“fmmmmmmm&m&w,atmcm&mw
en the day the esparation or transfer is effective, with sporopriate
netations in the "Remarks" colum, In the case of a transfer, the Tim
and Attendance Clerk reeponsible for Reporte of the camponent to which
the smployee 15 transCerred will prepars o Hepert o the Ytransferred
emplayse covering the remainder of the pay perlod,

In cases lnvolving overpayments ar inacourances resulting from improperly
prepared Time cnd Attendonce Reporis, the Time and Attendance Clarie will
be held administratively responsible fo erroneously certifying the correct-
ness of the Repart to the extent that much clerks have knowledge of date
affecting the reports, _

Reports must bo prepared with the utmost precaution and delivered Ly hand
to the sppropriste Payroll Office not later than 1500 hours on the Monday.
following the close of the reporting period,

DESIGRATIONS

Chisfs of Senier Stalfs and Area Divisions under Jurisdiction of the Deputy
Director (Plans), Assistant Directors under Jurisdiction of the Depuly
Directar (Intellfgence), Chiefs of Cffices under the jurisdiciion o6 ihe
Deputy Direstor (idwinistration), the Director of Iraining, the Asaigtant
Director for Persennel, and the Assistent Director for Comgmnications will
submit to the Orfice cf the Compiroller, as sppropriate, on Form No, 335,
Designation Autharizaiion, separate lists of persons auf'hm‘iw:z tar

(1} Receive an! distriltute sslary checks (Payment Clerke),
(2} Certify the correctaess of and sudmit Time and Attendance Reports,
{3} Request approval of compensatory time or overiime to be worked,

lists of porsons lndicated in Paragraghs 30a.{1) and (2) will he forwarded
to the Fiscal or Finance Division, Office of ths Cempiroller, as appropriatey
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lists of persons indicated in Paragraph 3.8.(3) will be forwarded to
the Budget Dividon, Office of the Camptroller,

¢s The above ligts must be kept current at all times,
POR THE DIRECTOR OF CUNTRAL INTBLLIGENCE:

Iﬁpxy ;s

mamum)
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